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6103.2 Filing claims [Rule 302].
(a) Form. A claim shall be in writing

and must be signed by the claimant or
by the claimant’s attorney or author-
ized representative. No particular form
is required. The request should describe
the basis for the claim and state the
amount sought. The request should
also include:

(1) The name, address, telephone
number, and facsimile machine num-
ber, if available, of the claimant;

(2) The Government bill of lading or
Government transportation request
number;

(3) The claimant’s bill number;
(4) The Government voucher number

and date of payment;
(5) The OTA claim number;
(6) The agency for which the services

were provided; and
(7) Any other identifying informa-

tion.
(b) When and where claims are filed. A

claim is filed when it is received by the
Office of the Clerk of the Board during
the Board’s working hours. Claims
should be sent to the Board at the fol-
lowing address: Office of the Clerk of
the Board, Room 7022, General Services
Administration Building, 1800 F Street,
NW, Washington, DC 20405. The Clerk’s
telephone number is: (202) 501–0116. The
Clerk’s facsimile machine number is:
(202) 501–0664. The Board’s working
hours are 8:00 a.m. to 4:30 p.m., Eastern
Time, on each day other than a Satur-
day, Sunday, or federal holiday.

(c) Notice of docketing. A claim will be
docketed by the Office of the Clerk of
the Board, and a written notice of
docketing will be sent promptly to the
claimant, the Director of OTA, and the
agency for which the services were pro-
vided. The notice of docketing will
identify the judge to whom the claim
has been assigned.

(d) Service of copy. The claimant shall
send to OTA and the agency identified
in paragraph (a)(6) of this section cop-
ies of all material provided to the
Board. All submissions to the Board by
a claimant shall indicate that a copy
has been provided to OTA and the
agency.

6103.3 Responses to claims [Rule 303].
(a) Content of responses. Within 30 cal-

endar days after docketing by the

Board (or within 60 calendar days after
docketing if the agency office for
which the services were provided is lo-
cated outside the 50 states and the Dis-
trict of Columbia), OTA and the agency
for which the services were provided
shall each submit to the Board:

(1) A simple, concise, and direct
statement of its response to the claim;

(2) Citations to applicable statutes,
regulations, and cases; and

(3) Any additional information
deemed necessary to the Board’s review
of the claim.

(b) Service of copy. All responses sub-
mitted to the Board shall indicate that
a copy has been sent to the claimant
and to OTA or the agency, as appro-
priate. To expedite proceedings, if ei-
ther OTA or the agency will not file a
response (e.g., it believes its reasons
for denying the claim were sufficiently
explained in the material filed by the
claimant), it should notify the Board,
the claimant, and OTA or the agency,
as appropriate, that it does not intend
to file a response.

6103.4 Reply to OTA and agency re-
sponses [Rule 304].

A claimant may file with the Board
and serve on OTA and the agency a
reply to the OTA and agency responses
within 30 calendar days after receiving
the responses (or within 60 calendar
days after receiving the responses, if
the claimant is located outside the 50
states and the District of Columbia).
To expedite proceedings, if the claim-
ant does not wish to respond, the
claimant should so notify the Board,
OTA, and the agency.

6103.5 Proceedings [Rule 305].

(a) Requests for additional time. The
claimant, OTA, or the agency may re-
quest additional time to make any fil-
ing.

(b) Conferences. The judge will not en-
gage in ex parte communications in-
volving the underlying facts or merits
of the claim. The judge may hold a con-
ference with the claimant, OTA, and
the agency at any time, for any pur-
pose. The judge may provide the par-
ticipants a memorandum reflecting the
results of a conference.
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